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11 August 1978

MEMORANDUM FOR: Director of Communications
' - Director of Data Processing
Director of Finance '
, Director of Logistics :
e Director of Medical Services
25X1A ‘ - Director of Personn:l
BRI Director of Security
Director of Training

%" FROM

Career Management Officer/DDA

" SUBJECT : 7Uniform Promotion System

. 1. (U) Forwarded herewith is a memorandum from the
-Director of Personnel with an attachment which details the
new Fitness Report and promotion schedules.

2. (U) The following information is emphasized
- particularly with regard to implementation of the new
- Uniform Promotion System within the DDA:

" a. Sub-groups have the option of conducting
annual or semi-annual competitive evaluation and
promotion exercises.

L b. A choice may be made to vary the option
- for different grade levels; however, the same
s--option must apply to all grades within the grade
-~ group listed in paragraph 2 of the attached
memorandum. (For additional clarification the
first grouping should read: all secretarial and
clerical personnel grade GS-06 and above.)

€. The Directorate will adopt the proposal,
as suggested in paragraph 4 of the attachment, to
have Fitness Reports prepared for GS-12 and GS-13
officers for the period ending 31 December 1978
and then again in June (GS-13) and July (GS-12)
1979.
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d. Supergrade and Scientific Pay Schedule
promotions w1ll be made in January and July of
each year.

3. (L) Please advise the office of the DDA/CMO of 25X1A
your choice with regatd to the annual or semi- annual option '
for promotions. As suggested at the 2 August, Senior Personnel
Resources Board Meeting,

Office of Personnel,will D& VISITING €ach DDA UIfice to 3551st
in the 1mplementatlon of the new system.

4. (U) Aadltlonal 1nformat10n concernlng the SPRB
responsibilities for evaluating GS-15 Directorate of
Administration officers will be forwarded in the near future.

Attachment
!
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MEMORANDUM FOR: Deputy Director for Administration
Deputy Director for National Foreign Assessment
Deputy Director for Operations
Deputy Director for Science and Technology
Chairman, Executive Career Service Board

FROM : F. W. M. Janney
Director of Persomnel

SUBJECT : Uniform Pramotion System

1. On 12 July 1978 the Deputy Director of Central Intelligence
approved our proposal that the uniform promotion system effective
1 October 1978 allow for semi-annual promotion exercises at the option
of the individual Career Services for promotions to G5-07 and above.
The promotion dates will be related to the revised Fitness Report
schedule, allowing for a 120-day working period after the ending date
of the evaluation with the promoticn to be effective the first pay
period thereafter. Components will be responsible for insuring that
promotion persomnel actions are received by Office of Personnel, Trans-
actions and Records Branch,ten working days before the pay period on
which the promotions are to be effective. The extended lehd time is
required by the expected increase in the volume of actions to be
processed within the period and the added workload of preparing
Certificates of Promotion.

- 2. The Career Service may elect either the annual or semi-annual
option for any one or all of the listed grade groups. and establish them
for any one or all of its Career Service or Career Service Subgroups.
The initial promotion exercise will be keyed to the Fitmess Report
schedule with the second review and exercise six months later.

(1) All secretarial and clerical personmel
above grade GS-06.

(2) Professional and techmical persomnel
in grades GS-07 through GS-11.
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(3) Professional and technical personnel
in grades GS-12 through GS-15.

3. There is no established schedule for promotion through
GS-06 znd components may promote their employees in these gradss as
merited and within the Career Service criteria for promotion, panel
evaluations, headrcom and the availability of properly graded
positions. '

4. Attached for your information is a copy of the revised
Fitness Report schedules which will be operative for all Career
Services, except the Operations Directorate, as of 1 October 1978.
Where the semi-annual promotion option is elected the first exercise
in FY 1979 may be effective with either date noted on the attached
schedule. The new schedule poses no time frame problems except for
the GS-12 znd GS-13 group. To avoid an undue period without an
evaluation of performance, it is proposed that this group receive
Fitness Reports out of phase, on a one-time basis, for the period
ending 31 December 1978. Inasmuch as the automatic call-up list
will be based on the new Fitness Report date, the 31 December 1978
call-up for the GS-12 and GS-13 erployees will be by a special,
wmedited listing of all personnel in these grades and should be
received by the components in mid-November 1978.

S. The subject of a new established date for supergrade promotions
is wnder discussion.

6. It will be appreciated if you will advise the Office of _
Personnel of the option cycles selected for the Career Service and/or
for the individual Career Service Subgroups.

25X1A

F. W. M. Janney\J

Attachment
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GS-15
65=14
baf13
GS=12
Gs-11
GS-10

GS-09

9.,

-

. -GS-07

5s-05
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UNiFORM TROMOTION SCHEDULE

Promotion Optional
Net Fitness First Pay Period Semi-annual
Report Date . in Month Promotion

and above

08-31
09-30
09-30
12-31 . 05
12-31 ’ " 05

01-31 . 06

and below - 03-31 . UNSCHEDULED

.
,
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~ Approved For Release 2002/05/07 : CIA-RDP92-00455R000300090013-0 .

014 Pitness

Report Date

03-31
03~-31
12-31
12-31
09-30
09-30
09-30

- . 06-30
‘6§;30

- 06-30

03-31
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MI CAREER SERVICE. BOARD SCHEDULE

1978-1979

0930

S—prrr—

o

GS-14 Rankings ”~

Tul /9! 35-15 :
July 25 ' PDP and Business Meeting
August 29 GS-12
September 26 GS-13
October 31 PDP and Business Meeting
November 28i - GS-14 § 07
December 19 GS- 08-11
T " January 23 PDP and Business Meeting
February 23 ‘ GS-1.2
March 27 GS; 13
April 24 PDP and Business Meeting
May 29 . 6s-09-11
. - June 2¢€ N GS-14 B X
July 31 GS-07-08
' # STATINTL
1§ July 78 - DTR Conf Room - 2:00 - GS-15's DDTR,

L | —_STATINTL

.

. {4
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MT Career Subgrdup Panel'Schedule

1978

1400 Hours
19 January Business Meeting
.23 February Business Meetiﬁg
23 March GS-07 Rankings
20 April %GS-05 § GS-06 Rankings
25 May ' . .~ GS-08 & GS-09 Rankings
22 June Business Meeting
20 July . Business Meeting
24 August Business Meeting
21 September GS-07 Rankings
19 October *GS-05 § GS-06 Rankings
16 November GS-08 § GS-09 Rankings
21 December Business Meeting

*Employees who have been with the Agency a minimum of 3 years.
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ADIFINIISTRATIVE - INTERMAL USE OMLY

‘OTFICE OF TRAINING

PrnagivinL : ' OTR IMSTRUCTIOAY TR 22-15
: n October 1275

ESCISSION: O0OTP INSTRUCTION TRI 20-5, dtd 4 Aﬁvust 1276

L)
™

1. The 0ffice of Tr ino Career Service lNoard and the
Sub- Clouv Panels

Everv'”T Cﬂrcerlst-—stﬂff or contract--is under
the coonlzﬂnce of elther the Career Service Doard or one of
the Sub-Crour Tanels. The prinary fvrcfions 0¥ the Toard
and Panels are %o provide commetitive rankings and toc forrulate
recomendations to the nlrector of Training who has final

~authority for all personnel decisions in the 0OFfice. The

duties and TCS”OPSltlllbleq or the Toard and the various
panels are as follows: ~ i '

a.  'IT Career Service Zoard

The MT Career Service Roard is responsitle
for:

(1) reviewvins the overall nersonnel position
of the !I'T Stih-frour Service:

(2) evalunatine and rankine 211 »rofessional
rerters of the T Sub-rrour fervice--both sta€f
and coatract excent cortract laneunee instructors
throush 75-15 and technical rersonnel G2-16 and
akove for value to the Zervice and for nrorotion:

(3) revieving recomrendations for Onality
Step Increases for above mersonncl:

("
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(4) perforning such other functions as may be
requircd by the Nirector of Training.

The Toard is chaired by the Deputy NDirector
of Training with menmbership annolntcd by the
~Chairman from senior Peﬁber< 0o OTR. The Chief,
Personnel Branch, acts as Secretary to the Foard.
The recommendations of the Carcer Service Board
are submitted to the Director of Training for
decision or other appropriate action.

b. MT Career Panel

The YT Career-Panel, established by action of
the MT Career Service Board, is resnonsible for:

. L (1) the competitive r1nk1no of. chnnlcal and
; ~clerigal personnel--both staff and contract--in

the Feadquarters area in grades ~S8-0€& throuch €S-
09 and these clerical employees in srades 75-03
tbrouyn £5-05 who have been on duty with the
Agency for three years or more, for value to the
Service and n;o*otlon based on Y\C—:r‘for*“"mce ana
potentlal and

(2) reviewing reconmendatlons for ﬁvallty 63)
Step Increases for technlcal and clerlcal personnel
in pgrades (0S-03 through GS-09.

The Carecer Panel may also recommend to the
Director of Training, as deemed anpropriate,
assiennents, training, and other forms of carvreer
develonment for the personnel within its coenizance.

The 1T Carecr Panel is composed of six voting
rembers who have been noninated by the various QTR
units and avpnroved by the Chairman of the ™'T
Career Service Roard. The OTR Carcer Counselors
for personnel in grades €S-03 through GS-08 function

as non-voting rart1c1p1nts on the Panel. The OTR
Personnel Branch acts as a secrctariat to the

Panel.
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c. Lanruace Instructor Pancl

The Lenguage Instructor Panel is cormnosed of

the Tenuty Chief, LLC and the Chiefs and Demuty
Chiefs of ,each LLC department. The Chicf, LLC
acts as non-votine Chairnan. The Tancl rcets
tvice a year to rank conpetitively contract
instructor employces of the LLC for hoth wvalue to

) . the Service and promotion; teo review Ouality Sten

. : Increase recomrendations for contract instructar
employees: and to talke any other actions required
by the DNircctor of Training. LLC supervisory and
clerical contract personnecl arce evaluated by the
HT Career Board or the "'T Career Tanel, as
appropriate. .

ATINTL

: The membershin of the Noard and each of the Panels
¥ill te published by separate rotice. Surervisors are -
resnonsikle for inforning emnlevees of the panel havinge STATINTL
juriscdiction over then. ' ) '

- Farypy L. Fitzwater
Director of .Training

Mstriktution:
Jev 1IN

3
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OFFICE OF TRAINING

- .

ENSOMNEL | o “OTR IMSTRUCTIOMN TRI 20-16
26'October 1876

RESCISSIOHN: TR Instruction TRI 20-10, 14 September 1976

1. Promotion Policies : o STATTNTL

Agency and Dlrectorate of Administration policies '
regarding employee pronotions are set forth land
in the DDA Personnel Management Handbook. OF T ning
policies have been develoned W1th1n the franewor "of these
issuances. )

OTR Instruhtions TRI 20-15, dated 6 October 1976, and
20-17, dated 26 October 1976, describe the ™MT Career Service
Board and Suhﬂroun Panel system and the procedures used in
ranking employees of various grades and occupational categories
for value to the Service and for promotion. The position in
these rankings and the avallablllty of headroom at the grade
to which the emplovee is being considered for promotion are
primary factors in the promoting oI the employee.

Written nronction reconmenﬁatlons are not used by the _
Career Service Board or the Language Instructor Panel. STATINTL
Instead, the unit chief or denartnent head for whom the
1nd1v1dua1 works takes a position concerning the individual's
promotability. In contrast, the Career Panel and
Career Service Manel do encourage the use of writfen pro-
motion recomrmendations. These recommendations should be
initiated by an emoloyee S supervisor and sent through
command channels to the secretaries of the Panels who hold
them.for the next meeting of the Panel having cognizance
over the individual concerned. -

In cases where there is.no promotion reconnendatlon,
but the employee is ranked in the highest quartile and meets
the other criteria for promotion to the next grade, the
Chairman of the Panel will contact the empnloyee's unit chief
to see if he or she wishes to submit a recommendation for
the emnnloyee's promotion. The Secretary of the Career Panel
will inform unit chiefs of Panel agreement or disagreement
with promotion recommendations.

Approved g Relpase A40AASIY
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~ the type of position occupied. QSI awards are recormended
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2. Awards and Recognition

|déscribes the various awards available under
the Tonor and iferit, Avards Program. This subject is also
covered in Section V of the DDA Personnel !'anagement Landbook
as are the procedures to be followed in making award

recomnendations.

Sustained superior performance may also be recognized
by the pgranting of a Ouality Step Increase (0SI). To be
considered for a 0OSI, an emnloyee must have demonstrated a
hisher quality of performance than is normally expected in

by the supervisor and sent through command channels to the
OTR/Personnel Branch. OTR/PB will bring these recommendations
to the attention of the Board or ampropriate Panel for

review and forwarding to the !lead of the Career Subgroup for
concurrence prior to being sent to the Director of Training
and Director of Personnel for approval. Mormally, QSIs are
considered at the time of the regular rankings; in certain STATINTL
cases, however, QOSI recommendations can be considered outside :
the ranking cycle. ' L

¥ Harry L. Fitzwater
' . N - r " - I3
-\ Director of Training

!
.Key 1D

2 S U
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CTR INSTRUCTION TRI 20-17
. Revised ¢ April 1977
© 26 April 1977

PERSOHIEL

2t

1. CTR Personnel lanking Policy and Ivaluation Criteria

a.” The general framework for competitiveé evaluation
rankings is provided by the OTR Career Subgroup Loard and
Subgroup Panels which function in an advisory capacity to
~the Director of Training. The Doard and Panels and the
categories of personnel for which they are responsible are
explained in OTE Instruction Ho. 20-15, dated 6 October-
1976. The Board and Panels undertake rankings twice each
year. -In preparing for rankings, Doard and Panel nenbers
review Letters of Instruction, Fitness Reports, and any
recommendations which supervisors mnay have submitted con-
cerning promotions. board and Panel members are also
"encouraged to consult with the employee and/or the employee's
supervisor to acquire information relevant to the ranking
exercise. Personnel are ranked both for value to the
Service and for purposes of formulating reconnendations for
pronotion to the virector of Training. All personnel are
cvaluated twice a year by the 1T Career Subgroup Board or
Panels. . . ' ' . o

‘ b. ~“Professional personnel (except contract language
instructors) and GS-10 and above technical personnel are
evaluatcd by the :..T Career Subgrcup Board. C

- hieeee - -~Pechnical and clerical personnel in grades GS-00
through GS-09 are cvaluated by the T Career Subgroup Panel
as arc those clerical employees in grade GS-05 who have becn
with the Agency threc ycars or more. .

.'.‘Contract instructortemdlovce“ of the Language
d ployces of t. guag TATINTL

ATHVTL Lcarning Center are rankedfpy>th¢ ;gnggageL;pstructor.Pane TATINTL

c. lion-Rotational GS personnel | |

re evaluated and ranked DY | |
Carecer SUbSToup Toner. Details concerning the ranking

criteria uscd are available STATINT
dated 10 June 19576. - . L

I

ADMINISTRATIVE - INTERNAL USE ONLY
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£, 411 yraining carcerisis should be aware of the
criteria usca in cvalu“tlnf their as described in paragraph 2.
Enployces umay request 1nf0113t10n regarding their relative
standing in the ran}1n~ for value to: the Scrvice’ as well

as the evaluative descriptor 3551~ncd then by the ranking
palel Yien the LuSCTlptOI “551gncd is “Substandard, the
p10)cc will be uOtl*leu.lL writing.

2. uanulﬂv»Crl”oilh fo' Yaer to the Scrvice

The OTR Career uub«rom.lj Beoard and Panels have eacii
developed differcut ranking criteria and weighting factors
which correspond vo the different catcgories of personnel:

ﬂat Criteria used by the .;T Carcer Subgroup b0a1d

(l) onfe551una1 Lhnloyces I
, - Ueighting Toctor
; c7(a) Xnowledge of subject matter 0-10 ,
(L) - Teaching Abilit"/Suecific S :
‘ Siiiils T 0-5 e
.- (€} danagerial ablllty or R P
R pOuCﬂulﬂl _ -.,’ e 0210
L) rouuct1v1uv ' AR SR R R
(e) . \¢a11Ly of procuct. 0-5 .
(£) Comunication skills: o 0-10:
‘ (g) Ability to do other Olm SR )
- .- . jobs . o 0-50
o (i) ‘Potential for higher B C L
' ..m 7 positions . 0-5
(i) 'Rotht1b11¢;y to other a
Agency couponents: 0-5
. (i) Iuitiative 6-5
L) Rcliability .0-5
) _
(2) Techaical Lupioyées
P S T TR TR ‘ciqhting Factor
- (a) LhOhleCPc of . subjcct zatucr - 0-10
(b3 pecific job skilis. . 0-5 :
(c). hqn agerial ublll*y or ' CT ‘
Ny A potential . S ,0-10
, (d)- “rocuct1V1ty A -
! (e) Quality oi DlO'UCt 0-5
C :lf)ﬂ_CCndUPlcatlon slkiillis - 0-10
L (g)  Avitity to do. oLucr OT : v
; S0 jobs : R > 0-5
(h) “Petential For hl"l‘CI‘ S R
’ irency p051110no R o-5%
(1) Robatabll‘ty to other L
0-5

Agcncy co:poncnts
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) | | 03
‘ "7(5) Imitiative 0 T o 05
%) weliability o 0-5

b. uriteria used by the T Carecr uUb”TOUp Penel for

ClOTlCul and technical personnel.

Veishting Tactor

Knowledre

) | 1-5
. () Siills ) 1-5
: - #.(5) Productivity 1-5
1 {4). Quality of product 1-5¢
_ - ..(5). Oryanizational ability .
: :5T-~’a(¢nc1u01nb SLpelv151on) S 1-5
1 (6) Reliability ~1-5
©:(7) - Interpersonal skills 2 1-5
- (s) - Comuumication -skills 1-5
(9). Initiative N 1-5..
(10)"Aulilty Lo perforn other o
S, - 01R jobs i-5
a1’ Potcnt1 11 i-5
c. Criceria used by the Language Instructor Tanel for

contrict instructor pcrsonnel.

eichting Tactor

I. Tecaching Ability Lo
1. Versatility : _ - 0-10 -
2. Technique - 0-10
5. imowledie of subject matter 0-10
g, Course planning - 0-10
II. “otal immersion 6-10
' II1I. Course Aw.inistration 0-10
1V. lP'roficiency Yesting ~
: 1. Technique 3-10
2. Latiags . g-10
V. developucnt of .iaterials § Tests £-10

VI. General

1. Professional Jeveloplen 0-5

2. Jcpepoaollluy ‘ 6-5

3. Flexibility 0-5

4. Inthrpc1soual telationships 0-5

S Ini:iative 0-5

3. tanking Criteria for Troiotion

a. In ranking ewployees for prouotion, the Board and

Panecls will consiuer the {following c1110;1a, in addition to
tite positcion of each cvployec in the rankings for value to
the Service:’

L4

X

'
.
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L

-'Yeighting Factor

(1) Relative Seniority 0-10
(2) Unique Contribution - 0-10
(3) Relative Responsibility . 0-10

4. 1In addition to the above rankings, each employee
being evaluated will be assigned one of the descriptor
" categories listed in. the attachment. These descriptors,
. -plus a special 1isting for ''‘Potential Surplus--Function/Skills,™
- -were developed by the Office of Personnel in conjunction
‘with representatives of each .carcer service for use by every
career service. Further description of the "Potential
‘Surplus--Function/Skills'" category can be found in OTR
Instruction Ho. 20-9 dated August 1976. . - i~ ' STATINTL

.
’
L]

f/'Harri E. Fitzwater .
Director of Training

- Distribution: T o S - o : QL)

.4.

AD{IINISTRATIVE - INTERNAL USE ONLY
Approved For Release 2002/05/07 : CIA-RDP92-00455R000300090013-0




Approved Fc.ease 2002/05/07 : CIA-RDP92-004 03000900130
- : ADHTATSTRATIVE - INTLRJAL USE OWRY s

OFFICE OF TRAINIHG

PERSOILILL OTR IilSTH CTIOJ TRI 20-19
227

SEFEREHNCE:  HMeno to DTR from Chalrnan, DO Evaluation Board,
dated 23 January 19706; Subject: Application
of 90 Carcer Service revsonuel Lvaluation
System to 20 Officers on Notation Tours with
the Office of Training

1. As stated in the reference: VYOTR is considered to
have full 7Tig hts and responsibilities of a +J0 couponent in
recomnicnding and ranking DO officers for consideration Dby a

ID0 Personnel ¥valuation Board. Under this new arraangemcnt,

the nirector of fraining submits a coasolidated ranking of
PDO carecrists assign 1icd to OTR for purposes of p01901n01
evaluation under the 0DO career service systen.

Z. Accordingly, there is hereby establisued a panel
to rank and evaluate all DO personnel assigned to 0TIl

L4

3. A separate notice will identify the panel mcubers.

T71TCCIOT OF ITAIIIng

Distrivution:
ey 1D
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